Track Changes
The Track Changes function is a component of Microsoft Office that uses revision marks to show changes made to a document. Additions made to an existing document while the "Track changes while editing" option is chosen are displayed in a different font color than the original, with the text underlined. Deletions from an existing document appear with a solid line through the text. Holding the mouse pointer over the edited text will cause a pop-up window to appear, which displays the computeruser information, the date and time of the changes, and whether the text was deleted or inserted.
To illustrate this option, type the following paragraph into a new Word document:
I am so busy and still need to review three articles this weekend. My back is beginning to hurt because of all of the paperwork I am lugging around. This project will never come together because I am spending all my time changing and rechanging proposals as different people complete reviews.
Once you have typed this paragraph, select the Tools menu. When the pop-up menu appears, select Track Changes, then Highlight Changes… (Figure 1 ), and then check the "Track changes while editing" box ( Figure 2) . Next, delete the first sentence you just typed. The text that you deleted should change color and have a solid line through it, as shown below. Scroll the cursor over the deleted text and wait for the pop-up window.
Next, add the following sentence to the paragraph: I can bring my computer home with me and use "Track Changes" and "Insert Comment" functions to save time.
This addition should be underlined and in a different color than the original text of the paragraph. Scroll over the new text and a pop-up window should appear with information on the deletion. I am so busy and still need to review three articles this weekend. My back is beginning to hurt because of all of the paperwork I am lugging around. This project will never come together because I am spending all my time changing and rechanging proposals as different people complete reviews. I can bring my computer home with me and use "Track Changes" and "Insert Comment" functions to save time.
After a document has been edited using the Track Changes option, you can choose whether or not to accept the changes. Click on the Tools menu, then select the Track Changes and Accept or Reject Changes… menu options. A pop-up screen will appear that allows you 
